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15. 100

CITIZEN COMPLAINTS

References:

Manual of Rules and Regulations
Procedure 12.545 - Use of Force
Standards Manual — 1.2.9, 52.1.10

Definitions:

Citizen complaint - an allegation from any source,
of any action or inaction by Department personnel
the individual considers being contrary to law,
proper procedure, good order or in some manner
prejudicial to the individual, the Police Department
or to the community. In situations involving only
the individuals alleging innocence of a charge
placed by a police officer, advise the complainant
to seek judicial redress through established court
procedures.

Policy:

The Internal Investigations Section (I1S) is to be
notified for incidents involving crimnal

al | egati ons agai nst or suspected crim nal conduct by
sworn Departnent nmenbers. Notification of 11S should
be made in addition to notification of the Duty
Oficer, the affected District or Section Conmander
and the Night Chief, when applicable. 1S wll
request appropriate resources as needed fromthose
sections or units that are subject experts in

speci fic areas.

Donestic Violence is the exception to this policy.
Law and Departnment procedure require that district
personnel take inmediate action in domestic violence
cases based on probabl e cause. 1S should be
notified when Departnent nenbers are arrested for
donmesti c vi ol ence.

This policy does not change or otherw se affect
current policy for shots fired by police personnel.

During an investigation, all relevant police
activity, including each use of force (i.e. not just
the type of force conplained about) will be
investigated. The investigation will also evaluate
any searches or seizures that occurred during the

i nci dent.
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The Departnent will not close an investigation
sinply because the conplaint is withdrawn or the
alleged victimis unwilling or unable to provide
medi cal records or proof of injury; rather the
Department will continue its investigation as
necessary to determ ne whet her the original

all egation(s) can be resolved. |In each

i nvestigation, the fact that a conpl ai nant pled
guilty or was found guilty of an offense will not be
consi dered as evidence whether an officer used or
did not use a type of force, nor will it justify
di scontinuing an investigation.

A Departnment enpl oyee seeing or having know edge of
a police action involving msconduct, wll

imedi ately initiate a citizen conplaint on behalf
of the alleging party.

If a citizen objects to an officer’s conduct, that
officer will informthe citizen of their right to
make a conplaint. The officer wll give thema copy
of the information brochure and conpl aint form
Oficers wll not discourage any person from maki ng
a conpl aint.

The conplainant’s willingness to participate in the
resol ution neeting, and the outconme of the conpl aint
resolution neeting, wll have no bearing on the

i nvestigation or the adjudication of that conplaint.

| f the conplainant declines to attend the CCRP
nmeeting, the investigating supervisor is required to
notify the conplainant of the facts of the
investigation and the disposition. The report

subm tted should include information indicating the
notification occurred or that a sincere effort was
made but was unsuccessf ul

Preferably police supervisors will accept citizen
conplaints. If a supervisor is unavail able, the
receiving enployee wll follow this procedure and
notify a supervisor as soon as possible. It is the
accepting supervisor’s responsibility to review the
conplaint. The district or unit commander w || order
addi tional investigation when appropriate and nmake
the final determ nation of how the conplaint is
routed. Upon receipt, each conplaint will be

assi gned a uni que tracking nunber and will be
resolved in witing. Al citizen conplaints received
by the agency will be maintained in a secure

| ocation. This includes the Ctizen Conpl aint Form
648 and all i1nvestigative docunentation.
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The conpl ainant will be periodically kept infornmed
regarding the status of the investigation. Upon
conpl etion of the investigation, the conplai nant
wll be notified of its outconme, including an
appropriate statenent regardi ng whether any non-

di sciplinary corrective action or disciplinary
action was taken.

The Departnment will explicitly prohibit from

i nvestigation of an incident any officer who used
force or chem cal spray during the incident, or
whose conduct led to the injury of a prisoner, or
who aut horized the conduct that led to these
reportabl e incidents.

Any officer or supervisor involved in a situation
resulting in an official conplaint will not be
present during any interview with the conpl ai nants
or W tnesses.

Any supervisor identified as a party to an offici al
conplaint will not act as the conpl aint
i nvesti gator.

| nf or mat i on:
Allegations of the following nature will be handled
through the Citizen Complaint Resolution Process
(CCRP):
e Discourtesy/unprofessional attitude
e Lack of proper service
e Improper procedure (Examples include offense
investigation, use of discretion, official
law enforcement practices, and Police
Department procedures.)
Allegations of the following nature will not be
handled through CCRP and will be handled by the
Internal Investigations Section (11S) and/or the
judicial system.
e Criminal conduct
e Sexual misconduct
e Serious misconduct (e.g. severe nature or
pattern of procedural violations, lack of
service, etc.)

e Excessive use of force (Force as defined in
Procedure 12.545, Use of Force)
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e Unnecessary pointing of firearms at persons
e Improper Searches and seizures
e Discrimination

Procedure:

A.  The investigating supervisor will conplete a

Form 648, Citizens Conplaint Form if while
i nvestigating a use of force, the individual

al | eges excessive force. He will investigate the
conpl aint thoroughly while all participants are
present .

1. Conplete a Form 17 sunmari zi ng the
i nvestigation. Forward the Form 17, Form
18F and Form 648 t hrough channel s.

a. Imediately fax a copy of the Form 648
to the Internal Investigations Section.

2. |If nore than the necessary anount of force
appears to have been used, or the injuries
are inconsistent with the reported force,
contact the 11S Coormander and the officer’s
district/section/unit commander.

B. Form648, Citizen Conplaint Form

1. Conplete a Form 648 when a citizen brings
to a Departnent enployee's attention an
action, situation, or condition, as
described in the Information section.

C. Accepting a Citizen Conplaint Lodged in Person
1. Gve the conplainant a Form 648 to conpl ete,
provi de instruction on preparation and have
t he conpl ai nant sign the front side of the
formin his own handwiting. The backside is
for Departnent use only.

2. If nore space is needed, use additional
bl ank Forns 648.

3. Helping a conplai nant conpl ete the Form 648.

a. Upon request, help the conpl ai nant
conpl ete the Form 648.
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b. If the conplainant is given help to
conplete the form include under
"Details" a brief statenent as to why
hel p was gi ven.

c. Request the Form 648 be signed by the
following; complainant, any
representative of the complainant,
and/or any person assisting the
complainant.

1) Wtness the signature(s).

d. Police Departnent personnel hel ping a
conpl ai nant prepare the form nust sign
in both the "Receiving" and the
"Assi sting Person" bl ocks.

4. The accepting Departnment enpl oyee wl|
review the conpleted formfor content and
legibility.

a. If awrdis not |legible, ask the
conpl ai nant what the word is. Print the
proper word directly above the
conpl ainant's handwitten word.

b. If the conplaint is a third party
conplaint it will be handled in the sane
manner as any ot her conpl aint.

5. The receiving enployee wll ensure al
pertinent dates and tines are included in
the form

a. Attach legible copies of all arrest
slips pertaining to the incident.

6. If a conplainant refuses to wite the
conplaint in his own handwiting, process
the conplaint as a tel ephone conpl aint.
Refer to Section G of this procedure.

7. The receiving enployee will place his nane
and badge nunber in the space provided on
side one of the Form 648 and copy side one
only for the conplainant. This copy wll
serve as the conplainant's receipt.

a. Conpl ainants do not receive a copy of

the conpleted side 2, the "For
Department Use Only" section.
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c. Witten observations of the receiving
enpl oyee shoul d not be on the copy given
to the conpl ai nant.

D. Conpleting the "For Departnment Use Only" Section
of the Form 648, Side 2

1
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Qutline the allegations, identifying
princi pals and w tnesses, and provide

i nformati on devel oped as a result of any
prelimnary investigation.

a. Make sure to include addresses and phone
nunbers of principals and w tnesses.

Enter a description of the conplainant's
apparent physical condition and deneanor.

a. State your reason(s) for believing a
conpl ai nant was under the influence of
an i ntoxicant, and/or drug (do not
express opinions regarding their mental
conpetency or veracity).

Descri be any other traits or conditions

di spl ayed by the conpl ai nant, which may have
a bearing on the allegation(s) and/or

i nvestigation of the conplaint.

Specifically note any visible marks or
i njuries about the conplainant.

a. Take phot ographs when the conpl ai nt
i nvolves any injury or clained injury,
damaged cl othing, etc., whether visible
or not.

1) dearly |label the photos with the
conpl ainant's nane, date, tinme
t aken, and phot ographer's nane and
badge nunber. Attach the photographs
to the original Form 648 for review
by the district/section comander.

Do not include witten observati ons on the
copy given to the conpl ai nant.

The receiving Departnent enployee will
ensure all information on the formis as
conpl ete as possi bl e.
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E. Processing the Conpleted G tizen Conplaint Form

1. Make one additional copy of both sides of
the Gtizen Conplaint formincluding only
perti nent docunentation (e.g., arrest slips,
phot ographs, etc.) and forward the orginal
and copy to the appropriate affected
district/section commander by 0800 hours on
t he next day.

a. Conplaints eligible for CCRP

1) Affected district/section/unit
retains original Form 648 conpl ai nt
and all pertinent docunentation.

2) Forward a copy of the Form 648 to
1S for tracking purposes.

b. Conplaints not eligible for CCRP

1) Forward the original Form 648 with
all pertinent docunentation to IIS.

2) Affected district/section keeps a
copy of the Form 648 conpl ai nt.

F. Accepting a G tizen Conplaint by Mil or
Facsim |l e

1. Submit citizen complaints received through
the mail to a supervisor. The supervisor
will:

a. Prepare a Form 648.

b. Place the Form 648 and the
correspondence in a seal ed envel ope and
process as in Section D

c. Conplaints received in the formof e-
mai | nmessages will be printed out and
processed as in Section D

G Accepting a Citizen Conplaint by Tel ephone or
Tel ecommuni cati ons Device for the Deaf (TDD)

1. Refer tel ephone conpl aints regarding police
action(s) to a supervisor. |If a supervisor
i s unavail able, the receiving enployee wl|
follow this procedure and notify a
supervi sor as soon as possible.
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a. Make an effort to persuade the
conpl ai nant to appear at a police
installation to register the conpl ai nt
i n person.

b. Enter pertinent information on a Form
648. Obtain all the facts necessary and
appropriate to conplete the form

c. Cet the conplainant's nane, address, and
t el ephone nunber. Advise the citizen
this information is essential to
i nvestigate the conpl aint properly.

1) Advise a conplainant who insists on
remai ni ng anonynous this may hanper
a proper investigation and
di sposition of the conplaint.

d. Print the words "Tel ephone Conplaint” in
the box for the conplainant's signature.

e. Follow the procedure in Section D for
processi ng the conpl ai nt.

2. The TDD conplaints will be received by
Pol i ce Conmuni cations Section (PCS) and
handl ed according to their standard
oper ati ng procedure.

a. The affected district/section/unit
supervi sor, upon notification from PCS,
will follow the procedure in Sections D
and G 1.

H.  Assignnent, Logging, and Investigation of
Citizen Conplaints

The district/section/unit supervisor, as
assigned by the district/section commander,
will resolve conplaints eligible under CCRP
Any problenms or needs identified wll be
relayed in witing in the formof a
recommendation to the Police Chief.

2. Non-CCRP complaints will be forwarded to I1S

and resolved per 11S standard operating
procedure.
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CCRP Resol uti on Process

1. The investigating supervisor wll
t horoughly investigate the allegation(s).
Al pertinent information sources wll be
exam ned, including but not limted to, the
conpl ai nant, w tnesses, involved officers
and witness officers, worksheets, MT
information, offense reports, relevant |aw,
policy and procedure, etc. Investigators
will not ask officers or other w tnesses
| eadi ng questions that inproperly suggest
legal justification for the officer’s
conduct when such questions are contrary to
appropriate | aw enforcenent techni ques.

a. Forward information to the District or
Section conmander for referral to IIS if
the investigation reveals the conpl ai nt
is not suitable for a resolution
meet i ng.

2. The investigating supervisor wll take
appropriate action based on the
i nvestigation of the conplaint.

a. The investigating supervisor will make a
determ nati on whet her the nenbers
conduct was consistent with or not
consi stent wth Departnent policy,
procedure, and practice. The supervisor
wi || docunent the determ nation in the
Form 648a Resol ution and Di sposition.

b. Verbal counseling or docunentation via
t he Eval uation Supplenent Log if the
menber’ s conduct does not neet
Departnent standards, as determ ned
t hrough the supervisor’s investigation.

c. Hold a conplaint resolution neeting with
t he conpl ai nant and the Depart nent
menber.

3. Resolution Meeting: A resolution neeting

w || be conducted according to the foll ow ng
gui del i nes:
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a. Present at the neeting: Conpl ai nant,
Police Oficer, Supervisor/facilitator.
No one else wll be present. This allows
for the best interaction by the two
i nportant participants. In cases where
there are nultiple conplainants and
mul tiple officers, neetings will be held
for each if necessary. In nost cases, a
primary conplainant will be identified
and the case resolved wth one neeting.

b. The resolution neeting will not be tape-
recorded. The resolution neeting wll be
a sincere effort by all parties to
di scuss and resolve the problem

Cc. Resolution neetings will be conducted by
t he next highest ranked officer than the
of ficer involved in the conplaint.

d. Al parties involved in the resolution
meeting will sign a Form 648A,
Acknow edgnment of Participation in
Resol ution Meeting. The docunment wl|
not refer to any discussion, action,
agreenent, or other aspect of the
resol uti on neeting.

e. The supervisor will concisely sunmarize
the resolution neeting to a Form 648B
Resol ution Disposition, which will be
filed in the case jacket.

f. Failure by a conplainant to attend the
first schedul ed resolution neeting wll
be excused. |If a conplainant fails to
attend a second schedul ed resol ution
nmeeting, the conplaint/problemw !l be
deened to have been resolved by the
supervisor’s inquiry and the file wll
i ndi cate sane.

g. Supervisors closing a CCRP conpl ai nt
investigation will notify the
conpl ai nant of the facts of the
i nvestigation and the disposition if the
citizen declines to attend a resolution
meet i ng.
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1) The report submtted shoul d include
information indicating that this was
done or that a sincere effort was
made but was unsuccessful. (For
exanpl e: conpl ai nant coul d not be
| ocated, refused to discuss/listen.)

4. Record Keeping

a. The investigating supervisor wll
conplete a report of the investigation
and its findings using the appropriate
formns.

b. The investigating supervisor will submt
all CCRP conplaint investigation reports
via the chain-of-conmand to their bureau
commander for review and approval .

c. The bureau commander will make a final
determ nation of the appropriate
conpl aint closure classification
according to section 9.07 of the Manual
of Rul es and Regul ations and
Di sciplinary Process for the C ncinnati
Pol i ce Departnent.

d. The bureau commander will route a copy
of the CCRP conpl aint investigation
reports to the Internal Investigations
Section Commander for an adm nistrative
review. The original reports wll be
retained at the originating district or
section for filing in the CCRP case
j acket .

e. CCRP eligible complaints will be
eval uated by the district/section/
unit commander for underlying
probl ens. Any problenms or needs wll
be relayed in witing in the form of
a recomendation to the Police
Chi ef .

f. The district or section conmmander w ||

mai ntai n a dat abase for record keeping
and tracki ng purposes.
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g. The district or section commander wil |l
mai ntai n i ndi vidual case folders for
each conplaint. The case folders wll
contain the intake form the neeting
resol ution summary and the participation
acknow edgnent form

h. The District Conmander will ensure the
Citi zens Feedback/ Conpl ai nt For ns’
Quarterly Checklist is conpleted by the
15" of March, June, Septenber and
Decenber, and forwarded to Patrol
Adm ni stration.
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